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Use this procedure to create an Organizational Unit and its attributes.

Trigger

Perform this procedure when a new Organizational Unit (department, division, project, etc.)

must be created.

Prerequisites

Parent Organizational Unit must exist.

Cost center must exist.

Menu Path

e Human Resources > Organizational Management > Tools - Object > Actions

Transaction Code

PP03
Date Procedure Update Log
1/19/2007 Procedure Name Change
1/26/2007 Update procedure to add more clarification to the steps.
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Helpful Hints

This user procedure should be used by the Organizational Management Processor or
Organization Configuration Analyst when a new Organizational Unit is needed.

The system may display three types of messages at various points in the process. The
messages you see may differ from those shown on screen shots in this procedure. The types
of messages and responses are shown below:

Message Type Description

Error a

Example: Make an entry in all required fields.

Action: Fix the problem(s) and then click @ (Enter) to proceed.

Warning Example: @ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

@ Action: If an action is required, perform the action. Otherwise, click

& (Enter) to proceed.

Confirmation & _
Example: Save your entries.

i or @ Action: Perform the required action to proceed.

State of Washington HRMS
File name: Version: SME Approved Script SAP Parent
ORG_UNIT_ACTION.DOC Last Modified: 1/26/2007 1:29:00 PM Page 3/ 14
Reference Number:




Title: Organizational Unit Action_Create
Processes : Plan the Organization
Sub-Processes : Plan the Org: Org. Unit Formation
HRMS Training Documents

Procedure

1. You have started the transaction using the transaction code PP03

Maintain Plan Data: Execute Actions

HCaQ SHE 000 FR @@

Maintain Plan Data: Execute Actions

@|m A
R I P e Y A Y

07/29/2004  to 12/31/9999
[E1

2. As required, complete/review the following fields:

Field Name R/O/C Description

Object Type R  |The type of object being created.
Example: O Org Unit

Planning Status R |The status of the object. All objects are “active”.
Example: 1 Active

Validity R |The validity period is defined as beginning on the start date
and ending on the end date.
Example: 7/29/2004 to 12/31/9999
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Action R  |The type of action to be created.

Example: O Create Organizational Unit

Maintain Plan Data: Execute Actions

H IO 2 EE 2 = EE G
Maintain Plan Data: Execute Actions
|

aREERIEE

07/29/2004  to 12/31/9999

B

3. Click (Execute) to execute the process.
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Essential relationship Object

g 00 2B Qe DHE DL PR QB
[R@=]| Essential relationship Object

= e

Organizatonalunt

_U?fZEHZEIEM 12/31/9999

4, As required, complete/review the following fields:

Object abbr R  |The abbreviation of the Organizational Unit name.
Example: New Org Unit

Object name O  |The name of the Organizational Unit.
Example: New Org Unit

@ The Object abbreviation is a maximum of 12 characters. The Object name is a
maximum of 40 characters.
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Essential relationship Relationships

@ I8 @@ LHE 00D PR @
Essential relationship Object

=TT ]

_EIT.FEEI.FEEIEM 12/31/9999 BN &+  Change Information

Chject abbr. Mew Org Linit
Object name New Org Uni
Language Key EM English

5. Click @ (enter) to validate the information .

6. Click g (Save) to save.

7. As required, complete/review the following fields:

Field Name R/O/C Description
ID of Related Object R  |The system assigned number of the Parent Organization Unit,
which the new created Organizational Unit is assigned to.
Example: SOwW
@ Use the matchcode button and perform a
Structure Search if you do not know the
parent Organizational Unit number.
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Essential relationship Relationships

gl = 208ieae CHE D000 BNIQE
8i2| Essential relationship Relationships

| | 5] anowed retionstips |

07/28/2004 12/31/9999

Organizational unit
1D of related object 60000080
sopreaten .
Name 0000000000000

Pricrity

8. Click ﬂ (Enter) to validate the information.

9. Click .i (Save) to save.
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Essential relationship Relationships

A 011 Costcenter assignment

Cost center

10. As required, complete/review the following fields:

Field Name R/O/C Description

ID of Related Object R  |The system assigned number of the Cost Center, which the
new organizational object will be assigned to.

Example: 999999999

@ Use the matchcode button to search for the
appropriate cost center.
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Essential relationship Relationships

- 2]dBIeGeICHEBE D00 BR QE
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\_|Essential relationship Relationships

B | ] | Atowed reationships |

_EITIZEHZEIEM 12/31/9999

Cost center
1D of related object 9999999999WA01
sobredation I
Neme ]

Priarity

11.  Click (Enter) to validate the information.

12. Click .i (Save) to save.

13. Review the Essential relationship Relationships Infotype.
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Essential relationship Relationships

| 000 aliBeee DHE DL RE @
Essential relationship Relationships
|

_'BTIEBIZBB-‘I 12/31/9959

Q Do not enter any information on this Infotype.

14. Click H (Save) to save.
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Create Description

& IHeae SHE DDLaO BER @M

Create Description
| |

Organizationalunit  New Org Unit _

Active
p7/29/2004 @)

12/31,9990

&y Change Information

Subtype =
Language  EM English =l
Description

AEEEEEEE]

| Li1,cot Ln1-Ln 10 of 32 lines

15. Perform one of the following:

If Go To
] Step 18

You have the description Step 14

You do not have the description for the Organizational Unit, click
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16. As required, complete/review the following fields:

Field Name R/O/C Description

Subtype O |This is a way to further define the data being stored on an
infotype. Only certain infotypes have subtypes. Only choose
the General description subtype when creating an
organizational unit.

Example: General description

Description O |This is a field that defines specific attributes of a position or an
organizational unit.

Example: This is agency specific.

17. Click & (Enter) to validate the information.

18. Click E (Save) to save.

Create Department/Staff

TBIe@e CHE Dhon R @
Create Department/Staff

&[] | (=

_?.*29."2EIEI4 @ 12431499599 &y Change Information

DepartmentStaff 01 © 60009303 1

[] staff
[l Department

19. Asrequired, complete/review the following fields.
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Field Name R/O/C Description

Department R  |This indicates whether or not the organizational unit is a
department or staff.

& You will always check Department.

20. Click & (Enter) to validate the information.

||
21. Click (Save) to save.
22. You have completed this transaction.

Result

You have created an Organizational Unit.

Comments
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